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TEST VALLEY

BEOQOROUGH COQUWNIUGCIL

Proposed event

The Borough of Test Valley has proven a popular cho ice in recent years for events of all
shapes and sizes, each with their own diverse and c omplex issues.

With today’s expectation for public safety and good organisation the planning process
can be daunting and the consequences of insufficien t preparation can be far reaching.
The need for all organisations, agencies and emerge ncy services to be aware and
where appropriate consulted or involved at the plan ning stage is self evident to ensure
compliance with HSE guidance and current licensing legislation.

Further information on licensing is available at th e following web address:-
http://lwww.testvalley.gov.uk/licensing

The Test Valley Safety Advisory Group (SAG) has bee n set up to give you guidance, as
the Event Organiser, to promote safe events and to assist in communication between all
agencies concerned.

Representatives of the group will use their professional judgement to consider your
proposals and they may help assess the risks to eve nt goers and those who may be
involved.

The group consists of representatives from the Poli ce, Fire, Ambulance and Local
Authority. You may well be invited to present your proposals before the group. Even if
you are an experienced organiser of public events, you cannot take anything for granted.
The SAG exists to help you discharge your responsib ilities — not to relieve you of your
responsibilities. If you are in any doubt as to you r legal responsibilities or potential
liabilities you should seek your own legal advice. The final responsibility will be with the
Event Organiser.

A guidance pack is enclosed for you to use. If you require further assistance concerning
safety and event planning please contact the follow ing:-

Michael White

Licensing Manager

Test Valley Borough Council
Beech Hurst

Weyhill Road

Andover

Hampshire

SP10 3AJ



You are advised that a large event can take 12 mont hs from the initial concept to the
event being staged. Similarly, a smaller event can take 6 months. You should give the
Safety Advisory Group as much notice as possible, h owever as a minimum, you should
allow 12 weeks prior the event.

If you need to contact the group, please phone 0126 4 368013 and leave a message
asking for someone to contact you. Please give as m uch information as possible so that
the appropriate person can return your call.

Alternatively, you can email licensing@testvalley.g ov.uk

Yours faithfully

The Safety Advisory Group Chair.



Event
Guidance
Note

Introduction

This guidance pack has been designed to provide informa tion to organisations wishing to
arrange an event. The information contained within th e pack can be used for all events
regardless of size; however some parts may not be rel evant for smaller events.

The guide gives general advice that should be used wh en arranging any type of event.
However, it must be remembered that events can be extr emely diverse, ranging from a
simple car boot sale, to a large outdoor festival an d therefore this guidance cannot be
considered exhaustive. It is likely that additional guida nce will be required for specialist
events and larger scale activities. Should you conside r that more information is required
there are many national associations and clubs who may be able to offer advice on specific
types of event.

This document was produced in conjunction with Eastleig h Borough Council. We also
gratefully acknowledge the assistance of Bracknell Fo rest Borough Council and thank them
for allowing us to incorporate their event guidance n otes within our information pack.

Safety Advisory Group

It is recognised that whilst public events enhance com munity life, there is a potential risk to
the safety of those providing, attending and in the vicinity of public events. The ability to
ensure, as far as practicable, the safety of all invol ved is considered paramount.

The Safety Advisory Group exists to promote safe even ts and enables access for all
organisers to the appropriate expertise, and where a ppropriate, to offer guidance on the
contents and structure of Event Management Plans.

It is not the role of the Safety Advisory Group to assist in the planning of events or writing of
management plans. The purpose of the Safety Advisory Group is to offer guidance in order
to help organisers discharge their responsibilities for safety and certain areas of licensing
legislation.

The Safety Advisory Group cannot accept or adopt any o f the responsibilities of the
organisetr.



Risk assessment

Please remember that organisers of events have a legal r esponsibility to ensure the Health,
Safety and Welfare of any employees, volunteer helper s or contractors involved in
arranging the event and to the public and participa nts attending.

Carrying out a detailed risk assessment should go a long way to ensuring this. All hazards
associated with the event should be identified, the | evel of risk assessed and appropriate
action taken to reduce these risks to an acceptable level .

All events must comply with recognised safety stand ards and you must take all
reasonable precautions to ensure the event takes pl ace safely.

A formal record must be kept of the risk assessments. A s imple guidance note and an
example form are provided with this pack. Completed f orms should be retained for future
reference.

Where the event consists of more than one attraction e .g. a summer fete a written risk
assessment may be required for each activity. In these circumstances, the enclosed risk
assessment form can be photocopied.

Any contractors involved in the event should also carry out risk assessments. Where
relevant, you should obtain copies of these.

More information regarding risk assessments can be obtai ned from
The Health and Safety Executive (HSE) publications at

HSE Information Services,

Caerphilly Business Park,

Caerphilly,

CF83 3GG

Tel: 0845 345 0055

There is a list of recommended bibliographies at the ba ck of this document.

Stage 1 - Pre-planning
Detailed preplanning is essential to ensure the event is successful. The following need to
be considered at this stage:

* Where. Make sure the venue you have chosen is adequate for the proposed event. Do
not forget to consider the impact on the local commu nity, how easy it will be for people to
get to the venue and any car parking requirements. Us e of public transport is preferable to
dependence upon private motor transport. Consider the suitability of the venue and any
existing hazards, which may be on the site such as wat er hazards, overhead power lines
etc. Consider whether or not emergency routes will be adequate.

* When. Consider the time of year, including the consequences of extreme weather
conditions at an outside event. The day of the week an d time will also need consideration
regarding the nature of the event, noise and ease of travel etc. You will probably need to
arrange lighting for an evening function. The event sho uld not clash with any other major
events in the area.

* Who. Identify the aims of the event. Are particular groups or types of people to be
targeted, such as young children, teenagers, the elderly or disabled? If so, specific facilities
may be required to accommodate them or additional qu alified stewards to ensure adequate
safety standards are maintained.

» What. Decide on the type of activities to be held. Will th ere be any specific hazards such
as animals or water sports? If possible also try to est ablish the size of the proposed event
and whether or not an entrance fee will be charged.



 Specialist equipment . Will the activities require the use of any specialist equipment such
as bungee jumps etc.? If so, does this equipment pose any specific hazards? Will a
particular activity need barriers etc? Some equipment may require certificates of erection
by a competent person.

» Codes of practices. For larger events there will be a need to comply with guidance
particularly the Code of Practice for Outdoor Events published by the National Outdoor
Events Association Tel: 0208 669 8121, which gives adv ice on structures, marquees, tents
and electrical matters. The HSE The Event Safety Guide is also a very useful reference
document.

» Welfare arrangements. The organiser must estimate the number of attendees to the
event and consider its duration. Toilet requirements should be based on these estimations.
Advice is given in the Code of Practice for Outdoor Events referred to above. Permanent
toilets should be checked for adequacy and maintained during the event. The provision of
drinking water will be necessary. Depending upon the sc ale of the event, refreshments and
other facilities may be required. Provision also ne eds to be made for lost and found
children, missing persons, baby changing and lost prop erty.

- First Aid and Medical Provision.  The Event Organiser should carry out a medical risk
assessment, taking into consideration such things as the a ctivities, the numbers, types and
age groups attending, accesses and egress, the site and s tructures, Health, Safety and
Welfare issues. Provision of adequate numbers and type s of resource (e.g. First Aiders,
Ambulances, Paramedics etc.) should be based upon publish ed guidance, especially the
Event Safety Guide (“Purple” Guide) and Guide to Sa fety at Sports

Grounds (“Green Guide”). Many organisations provide m edical services but you must
ensure that the organisation you choose is competent, w ell trained and able to meet the
demands of the Event.

Medical provision for the event should not rely upo n the

NORMAL provision made by the statutory NHS Ambulanc e Service for use by the
General Public (i.e. “999” system).  Further advice can be sought from the South Central
Ambulance Service NHS Trust (Hampshire Division).

Guidance for Event Organisers regarding provision o f First Aiders
The Event Safety Guide (HSG 195) specifies the defin ition of a First Aider as:

“ A ‘First Aider’ is a person who holds a current certif icate of first-aid
competency issued by the three voluntary aid societies (or certain other
bodies or organisations); St John Ambulance, British Red Cross
Society or St Andrew’s Ambulance Association. The first ai der should
have prior training or experience in providing first aid at crowd events.

Note The completion of a ‘Health and Safety at Work’ o r four day ‘First
Aid at Work’ course does not necessarily qualify a person a s competent
to administer first aid to members of the public”

It also specifies that:

First Aiders, ambulance and medical workers should:

* be at least 16 years old and not over 65 years old

 have no other duties or responsibilities

* have identification

* have protective clothing

* have relevant experience or knowledge of requirements for first aid at major public events
* be physically and psychologically be equipped to carry out the assigned roles

* Also, first aiders under 18 years old must not work unsu pervised



The recommended minimum number of First Aiders at sm all events where no special risks
are likely is 2:1000 for the first 3000 attending. N o event should have less than two First
Aiders.

Chapter 20 of the H&S guidance HSG195 should be consul ted to determine the medical
requirements of any event.

Practical Advice for Event Organisers

Event Organisers must satisfy themselves (and possibly others at an Inquiry) that the
facilities they provide for either their “employees ” or the visiting public, at their event, is
capable and competent to undertake the responsibilitie s of the work in question and have
the relevant organisational back-up to deal with issues , for example medico-legal litigation,
should the need arise.

First Aid at Events is not about having “a mate who does a bit of first aid equipped with a
box of plasters”, nor is it necessarily having the com pany First Aider, appointed under the
Health and Safety (First Aid) Regulations 1981, pro viding services to members of the
general public, unless they are competent and comfor table to do so. Public First Aid is a
very different scenario to the workplace.

First Aiders should not have other jobs to do as well — for example stewarding or security,
although that does not stop stewards or security perso nnel from being first —aid trained.
The question one must ask is if the first aider is do ing first aid, who is doing the other job
that was assigned to that person.

First Aiders need to be equipped to do the job and h ave access to a facility in which they
can work. Consider Patient confidentiality and dignity.

The best advice is to approach a recognised body that provides such services.

For further information see The Event Safety Guide or contact the Safety Advisory Group.

» Special permission . The need for a licence will depend on the nature of the event and
the type of entertainment being held. As there is a formal process that needs to be followed
you should submit your application at least 12 weeks before the date of the event.
Therefore the Local Authority licensing officer should be contacted on 01264 368013. A fee
will be charged for a licence.

* Insurance. All events will require Public Liability Insurance. All contractors and
performers will also need their own Public Liability Cover with a £5 million Limit of
Indemnity. (£10 Million for events using the adopted highway) Depending upon the nature
of your organisation and the proposed event, other i nsurance’s may also be required.
Quotations should be obtained from your insurance pro vider.

» Timescale . Set out the proposed timescale and give yourself as much time as possible to
organise the event. You may need as much as 9 to 12 months planning. Some specialist
advice may be required, and special permission could ta ke time. You may need to allow
time for any licenses needed to be granted. The earl ier planning commences the better, as
a minimum you should allow 12 weeks. Do not forget the summer can be a busy time with
hundreds of events taking place within your area.

» Event Management plan. The Event management plan is your reference for your
proposed management of the event and is used by others to assess the preparedness of
your event to deal with issues of good housekeeping, p ublic safety and to provide a
planned response to emergency situations.

This should include your risk assessments, all of your h ealth and safety arrangements,
including plans for stewarding, communications, Fire Safety arrangements, First Aid,
Emergency Evacuation, Security, Signing, Traffic Management, Food Safety, Dealing with
persons with disabilities and special needs, Major in cident plan.
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Stage 2 — Organising the event

Once you have decided on the fundamental objectives b ehind the activities, then you can
start to organise the event in detail. Remember to write things down as you go and to keep
the event management plan up to date.

* Establish a committee. Identify specific responsibilities for all committee me mbers. One
person should be identified as the event manager and be responsible for liaison with other
organisations such as the local authority and the emer gency services. One person, with
suitable experience, should be given overall responsibi lity for health and safety and another
person co-ordination and supervision of stewards. This committee should be in operation
both prior, during and immediately after the event.

* Liaison. Contact the Safety Advisory Group (01264 368013) an d tell them about the
event and ask them for advice, they can provide you wi th contact information for the local
authority and/or the relevant organisations.

« Site plan. Draw out a site plan identifying the position of al | the intended attractions and
facilities. Plan out and designate the entrance and exit points, circulation routes, vehicle
access and emergency evacuation paths. A grid applied to this plan can help communicate
locations to persons not familiar with the event locati on.

* Emergency plan. A formal plan should be established to deal with any emergency
situations, which may arise during the event. The comp lexity of this will depend upon the
size and nature of the event itself. A simple easy t o follow plan will be acceptable for a
small event. You may have to liaise with the emergency services, local hospitals and the
local authority emergency planning officer and create a planning team to consider all
potential major incidents and how you would deal wi th them. You will also need to consider
who will manage the emergency and liaise with the E mergency Services should an
emergency occur. You will also need to ensure that all those involved in the event are
aware of the Emergency Plan and what to do. The Saf ety Advisory Group may organise a
tabletop exercise to test your Emergency Plan prior t o the Event.

» Temporary structures. Many events will require temporary structures such as st aging,
tents, marquees, stalls etc. Decide where this equip ment is to be obtained who will erect it
and what safety checks will be required. The location of any such structures should be
identified on the site plan. Consider whether barri ers will be required to protect the public
against specific hazards such as moving machinery, barb ecues, vehicles and any other
dangerous displays etc. In some cases, barriers will nee d to have specified safety loadings
dependant upon the number of people likely to attend . Temporary structures should only be
obtained from experienced suppliers. The standards for lighting, emergency lighting,
ingress/egress remain the same for temporary and perman ent structures. Contractors
should be asked to provide their risk assessments associat ed for their work, for inclusion in
the event management plan.

« Catering. Ensure that all caterers have been licensed by their local authority and that
they will be sensibly positioned such as away from children’s activity areas and near to
water supplies etc. Adequate space should be left bet ween catering facilities to prevent any
risk of fire spread. Obtain caterers’ food hygiene cer tification. You may wish to obtain a list
of their menu and charges to ensure their prices are r easonable.

» Stewards. Stewards at larger events must be fully briefed on al | aspects of the event
including crowd control and emergency arrangements. W ritten instructions, site plans and
checklists should be provided to them. It is important that the public can easily identify
stewards by wearing high visibility jackets and that they can effectively communicate with
each other, their supervisor, the person responsible fo r health and safety, and the event
manager.



All stewards should be properly trained and competent, a s they will need to be constantly
on the lookout for hazards, which could develop durin g the event. They may also be
required to guide vehicles, clear emergency exits, an d sort out any behavioural problems.
Specific training should be provided for basic firs t aid assistance and fire fighting.
Stewards must have personal protective clothing such as hats, boots, gloves or coats.

For evening events, they may need to be issued with to rches. At all day events, duty rotas
will be required.

In order to direct traffic on a road at a pre plann ed event a road closure order must be
obtained from the local authority. Once this is obtai ned stewards or marshals may direct
traffic within the road closure subject to the approp riate risk assessments and precautions
being taken. All this should form part of the traff ic management plan.

» Crowd control. The type of event and the numbers attending will det ermine the
measures needed. Consideration will need to be give n to the number and positioning of
barriers, and the provision of a public address syste m.

- Numbers attending. The maximum number of people the event can safely hold must be
established. This may be reduced dependant upon the activities being planned. The
numbers of people attending the event may have to be counted to prevent overcrowding.
Remember that one particular attraction may draw larg e numbers of visitors. It will also be
necessary to establish a crowd profile to assist in ste warding and crowd control.

* First Aid and Medical Provision.  Medical Services are extremely busy and should be
booked well in advance of the Event. Ensure that the M edical Services provider has a
“Duty Order” detailing the operation of services for the event and a Contingency Plan for
Major Incidents. These Plans may require validation and approval by the statutory South
Central Ambulance Service NHS Trust (Hampshire Division).

* Lost and Found Children.
It will be necessary to establish a lost and found chi Idren point. This area should be
supervised by appropriately trained people, (Police Criminal Records Bureau checked)

* Provision for Those with Special Needs. Specific arrangements should be made to
ensure disabled visitors have adequate facilities, par king and specific viewing areas and
can safely enjoy the event.

» Security. Depending upon the nature of the event, specific secu rity arrangements may be
necessary, including arrangements for securing property overnight. Cash collection should
be planned to ensure this is kept to a minimum at coll ection points and that regular
collections are made to a secure area. Following your risk assessment, stewards or helpers
collecting cash may require money belts or other carry ing facilities. Counting and banking
arrangements should be given careful consideration.

« Off-site traffic. Unplanned and uncontrolled access and egress to a site can resultin a
serious accident or congestion. Traffic control both in side and outside the site should be
discussed with the Local Highway Authority and the Poli ce. Adequate signs and directions
should be provided in prominent positions on the app roaches to the entrances. If road
closures, signs on the highway, traffic diversions and/o r the placement of cones are
required then an application must be made for a tra ffic regulation order and/or approval
from the Highway Authority.

» On-site traffic. Contractors and/or performers vehicles and other traffic should be
carefully managed to ensure segregation from pedestri ans. It may be necessary to only
permit vehicular access at specific times and not during the event itself. Separate
entrances should be provided for vehicles and pedestri ans with specific arrangements for
emergency vehicle access. Car parking facilities will be required at most events and these
will have to be stewarded. Consider where such facili ties should be situated.
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» Road Closures/Diversions.  Any functions that require a road closure or divers ion may
need a Town Police Clauses Act road closure from th e council on 01264 368724. You will
need to allow at least 6 weeks.

- Transportation . The local rail and bus companies should be advised of larger events to
establish if existing services will be adequate.

» Contractors. All contractors should be vetted to ensure they are co mpetent to undertake
the tasks required of them. Wherever possible personal references should be obtained and
followed up. Ask contractors for a copy of their safe ty policy and risk assessments, and
satisfy yourself that they will perform the task safely . Always ask to see their public liability
insurance certificate, which should provide a limit of indemnity of at least £5 million (£10
million if working upon the highway). Provide contrac tors with a copy of the event plan and
arrange liaison meetings to ensure they will work with in your specified parameters.

» Performers. All performers should have their own insurance and ris k assessments and
the same considerations will apply as for contractors. Where amateur performers are being
used, discuss your detailed requirements with them and ensure they will comply with your
health and safety rules and event plan.

* Facilities and utilities. Where electricity, gas or water is to be used, detaile d
arrangements must be made to ensure the facilities ar e safe. All portable electrical
appliances including extension leads etc. should be t ested for electrical safety and a record
kept. Any hired equipment should come with a certifica te of electrical safety.

Where events are taking place outside, residual current circuit breakers should be used
and if possible the power supply stepped down to 110v olts. All cables will have to be safely
channelled to eliminate any electrical and tripping hazards. Potential hazards due to
extreme weather should not be overlooked at outside ev ents. Portable gas supplies for
cooking should be kept to a minimum in designated areas away from the general public.
The same should apply to any fuel supplies items such as portable generators etc.
Generators should be suitably fenced or barrier to p revent public access from public areas.
All these arrangements should be clearly shown on the site plan and event management
plan.

» Contingency plans. Consider the implications on the event of extreme wea ther
conditions, stage collapse, or a stall fire. Will the event be cancelled? Could the event be
moved to an alternative venue? This will involve a lot of planning and may be too complex
for anything other than the smallest of events. There could also be other scenarios, which
should be planned for with assistance from the safety advisory group.

.- Clearing up. Arrangements may be required for waste disposal and r ubbish clearance
both during and after the event. Individuals should b e designated specific responsibilities
for emptying rubbish bins and clearing the site. The re may be some hazardous waste. For
advice on waste disposal contact the council on 01264 368000.

* Risk assessments. Taking all the above into consideration, you should establish which
specific hazards require individual risk assessment. Initi al assessments should be
undertaken and any remedial action specified in the u pdated event plan. A timescale
should be specified where necessary.

UPDATE THE EVENT MANAGEMENT PLAN
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Stage 3 — Final preparations

Just prior to the event a detailed safety check will ha ve to be carried out possibly with
representatives from the safety advisory group. This sho uld include the following:

* Routes. Ensure clear access and exit routes and adequate circulat ion within the site. Pay
particular attention to emergency routes

* Inspections. A checklist is provided as an example. A walk through i nspection of the site
should be carried out immediately prior to, during a nd after the event to identify any
potential hazards and to check out communications are working. You may want to carryout
more than one inspection during the event. All defect s should be noted and also the
remedial action taken. These checklists should be retained for future reference.

« Siting. Make sure that all facilities and attractions are corr ectly sited as per your site plan.
Be certain that the first aid facilities, fire extingu ishers and any cash collection boxes are in
place. Check waste bins are in their correct locations .

 Sighage. Ensure adequate signage is displayed where necessary. This should include
emergency exits, first aid points, fire points, infor mation and lost/found children points and
other welfare facilities such as toilets and drinking w ater.

* Vehicles. Check that all contractors, performers and exhibitor s vehicles have been
removed from the site or parked in the designated ar ea before the public are permitted to
enter.

* Structures. Ensure all staging, seating, marquees and lighting structures have been
erected safely and that certification has been obtain ed from the relevant contractors as a
record of this.

« Barriers. Check that all barriers and other protection against ha zards are securely in
place and there is no risk of falling from staging or other facilities.

« Stewards. Make sure that all staff have arrived and are in their correct location. Ensure
all stewards are wearing the correct clothing for ea sy identification.

* Lighting. Check all lighting is working, including any emergenc y lighting.

* Public information. Make sure the public address system is working and can b e heard in
all areas.

« Briefing. Check that all stewards and staff have been fully bri efed and understand their
responsibilities. (Record the briefings and those that attend)
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Stage 4 — After the event

« Site condition. After the event, another inspection should be carried out to make sure
nothing has been left on the site, which could be haza rdous to future users. This inspection
should also identify any damage, which may have been caused during the event. If any
structures are left overnight, it must be ensured th ey are left in a safe condition and are
safe from vandalism etc. If numerous structures are le ft, specific security arrangements
may be required.

« Accidents. If an accident occurs, the names and addresses of witnesses should be
obtained, photographs taken and a report made by th e organisers. An accident form should
be completed and a copy sent to the landowner. A sampl e accident reporting form is
included in the pack. You will also need to advise you own insurance company. If any
accident or dangerous occurrence is reported, action mus t be taken to prevent any further
incidents taking place.

Advice can be sought from Environment and Health 012 64 368000.
» Claims. Should any person declare an intention to make a cla im following an alleged
incident associated with the event, you should contact your insurers immediately. They

may also require a completed accident form.

» Debrief. After the event, a debrief should occur so that any lesson s learnt can be noted.
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Fire Safety Requirements

This Note is based on the on the HM Governments Guide “Fire Safety Risk Assessment
Open air events and venues” ISBN — 13: 978 1 85112 82 3 5.

From 1 October 2006, the “(Fire Safety) Order 2005”, becam e the primary legislation with
regard to Fire safety

The Order replaces previous fire safety legislation.

The guide “Fire Safety Risk Assessment Open air events a nd venues” tells you what you
have to do to comply with fire safety law, helps you to carry out a fire risk assessment and
identify the general fire precautions you need to ha ve in place.

It is divided into two parts:

» Part 1 Explains what fire risk assessment is and how you might go about it. Fire
risk assessment should be the foundation for all the fi re precautions at your venue.

» Part 2 Provides further guidance on fire precautions. The i nformation is provided
for you and others to dip into during your fire ris k assessment or when you are
reviewing your precautions.

It gives advice on how to avoid fires and how to ensure people’s safety if a fire does start.

If you are the responsible person you must carry out a fire risk assessment which must
focus on the safety in case of fire of all ‘relevant p ersons’. It should pay particular attention
to those at special risk, such as disabled people, those who you know have special needs
and children, and must include consideration of any dangerous substance liable to be at
the venue. Your fire risk assessment will help you ident ify risks that can be removed or
reduced and decide the nature and extent of the gener al fire precautions you need to take.

The guide has been written to provide guidance for a responsible person, to help them

to carry out a fire risk assessment. If you read the guid e and decide that you are unable to
apply the guidance, then you should seek expert advice from a competent person. More
complex sites will probably need to be assessed by a per son who has comprehensive
training or experience in fire risk assessment.

You must record the significant findings of the assessme nt.
There are some other fire safety duties you need to comply with:

* You must appoint one or more competent persons, depending on the size your
event/venue, to carry out any of the preventive and protective measures required by the
Order. A competent person is someone with enough train ing and experience or knowledge
and other qualities to be able to implement these mea sures properly.

* You must provide your employees with clear and relevant infor mation on the
risks to them identified by the fire risk assessment, ab out the measures you have
taken to prevent fires, and how these measures will pro tect them if a fire breaks out.

* You must consult your employees (or their elected representatives) about
nominating people to carry out particular roles in co nnection with fire safety and
about proposals for improving the fire precautions.

* You must , before you employ a child, provide a parent with ¢ lear and relevant
information on the risks to that child identified by the risk assessment, the measures
you have put in place to prevent/protect them from fire and inform any other
responsible person of any risks to that child arising from their undertaking.
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* You must inform non-employees, such as temporary or contract wo rkers, of
the relevant risks to them, and provide them with inf ormation about who are
the nominated competent persons, and about the fire safety procedures for
the event/venue.

* You must co-operate and co-ordinate with other responsible p ersons who also

have responsibilities for the event/venue, inform them o f any significant risks you find, and
how you will seek to reduce/control those risks which m ight affect the safety of

their employees.

* You must provide the employer of any person from an outside o rganisation who

is working at the event/venue (e.g. agency providing temporary staff) with clear and
relevant information on the risks to those employees and the preventive and protective
measures taken. You must also provide those employee s with appropriate instructions and
relevant information about the risks to them.

« If you are not the employer but have any control of event/venue which contain more
than one workplace, you are also responsible  for ensuring that the requirements of
the Order are complied with in those parts over which you have con trol.

* You must consider the presence of any dangerous substances and the risk this
presents to relevant persons from fire.

* You must establish a suitable means of contacting the emergency services and
provide them with any relevant information about dan gerous substances.

* You must provide appropriate information, instruction and training to your
employees, during their normal working hours, about t he fire precautions in your
workplace, when they start working for you, and from time to time throughout
the period they work for you.

* You must ensure that the event/venue and any equipment provid ed in connection
with firefighting, fire detection and warning, or em ergency routes and exits are
covered by a suitable system of maintenance, and are m aintained by a competent
person in an efficient state, in efficient working or der and in good repair.

* Your employees must co-operate with you to ensure the workplace is safe
from fire and its effects, and must not do anything t hat will place themselves or
other people at risk.

The above outlines some of the main requirements of the Order.. The guide will explain
how you might meet these requirements.

Responsibilities for short-term hiring or leasing a nd for shared use

Some premises or structures may be leased as an empty an d unsupervised facility
(e.g. village halls, temporary structures and marque es). The fire safety responsibilities
of those leasing the building or structure (and, ther efore, in charge of the activities
conducted within the building or structure), and thos e of the owner/lessee, need to be
established as part of the contract of hire.

In some premises (e.g. pubs), part of the premises ma y be hired out to another
organisation for a separate function (e.g. DJs and danc e promoters, weddings,
birthdays and funeral organisers). The fire safety responsibilities of those organising
the separate function, and those of the remainder o f the building, need to be
established as part of the contract of hire.

The responsible person for each individual unique, oc casional or separate event or

function will need to be clearly established and docu mented, and their legal duties
made clear to them. In particular, and where necessary , the responsible person will
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need to take account of their own lack of familiarity with the layout of the premises,
the fire safety provisions, and the duties of other r esponsible persons within the premises.

The Document “HM Governments Guide, Fire Safety Risk Assessment, Open air events
and venues” Is available as a free download from the DCLG website
www.firesafetyguides.communities.gov.uk
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Event
Guidance Note

Checklist
For Stages 1 -3

Introduction

To ensure that you have fully considered and acted up on all the issues raised in stages 1 — 3
of this form (Pre-planning; Organising the event; Final preparation) tick them off below. An
action column has been provided to allow you to monitor pr ogress. Space has been given at

the foot of each stage to allow for brief notes.

Stage 1 Pre-planning

Done To do By when By whom
o Where ....ooooiiii
(who owns the land?)
o When .o
* Who
o What .o,

e Specialist equipment .................

Code of Practice .......ccocevvveennnnes

(E.g. Event Safety Guide)

e Welfare arrangements..............

e Special permission .................

. INSUranCe ......coveveviiiniiiiieenen,

. Timescale .....cooovvveiieiiiieienn.

. Draft EventPlan .....................

. Draft Site Plan ..............c.........

. Draft Medical Plan ...................

«  Contact/book 1 aider ...............
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Notes:

Stage 2 — Organising the event

. Establish a committee

e  Liaison....Emergency

Services/Local Authority
e Site plans
+  Temporary structures
e  Catering
+  Stewards

. Crowd control

*  Numbers attending

*  Provision for the disabled
e Security

*  On-site traffic

. Off-site traffic

* Road closure applied
If applicable

e Transportation
. Contractors

Performers

*  Facilities and Utilities

«  Draft Contingency plans
*  Draft Event Plan

+  Draft Site Plan

. Draft Medical Plan

Done To do

By when

By wh om
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» Draft Emergency Plan

e Clearingup

. Risk assessments

Notes

Stage 3 — Final preparations
Done To do By when By whom

* Routes...Including

Emergency routes, infout

* Inspection

e Siting
* Signhage
* Vehicles

. Structures

e Lighting

. Public address

e  Briefing

« Final Contingency Plan

. Final Event Plan

Jo0od0oo gyt
oo od

. Final Site Plan

. Final Medical Plan

Final Emergency Plan

Notes
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Event Form

Name of event

Event location

Landowner name

&address

Event date

Section One - Organiser Details
L A= U g0 0T o =Y TE=T- 14 o o PPNt

* Name of
Event organiser/s

+ Contact address

e Postcode ....oooouvviiiiiiiiiieiee,

. Tel No. — Home

e Tel No. —Work

« Mobile No

. Fax No

L O L E= T I= Yo [0 [ =Y=T =T

» Event public enquiries number

Section Two - Event Details
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 Description of event proposed

» Isthere any national Association, Yes No
Guidance or regulation for this event

e Isthis a (please tick one box only)

Registered Charity Non Registered Charity

Other

» For Charity Event — name of Charity

o Charity Registration NUMDEr ..ot e e e e e e ee e e

« Will all income raised go to the Charity concerned? (Please tick) Yes No
If no, please give details:

o Date/time to enter Site fOr PreParation ......... coovviiiiiii -
o STArt tIME CACKH TAY .. uuuiiiiiiiiiiii e e ——————
* FiNISN tIME ACKH TAY ..iiiiiiiiiiiiiiieeeeee e

+ Date/time the site will be vacated after the EVENL . ...

* Isthe event free? Yes No

» Approximate number of people expected to attend.
Under certain circumstances, a fixed number of people
may be imposed by the licensing authority

» Approximate age of audience profile e.g. children.

» Please give a brief description of the crowd profile
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o POSSIDIE AItEINALIVE ST ...t e e e e e e e e e e e

o POSSIDIE AItEINALIVE QALE ... .ot e e e e e e e e e et e e e e e e

» Do you intend to use the following:

Highway Directional Signs Banners / Posters

(Written approval must be obtained from the local authority)

»  Please provide full details:

Note: You are advised that the Council reserves the right to remove any unauthorised
advertising and to recover the cost incurred from the event organisers.
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Fireworks/pyrotechnics/lasers

Carnival/procession

Fairground equipment + Attractions
Please specify

Aircraft

Parachutists

Balloon launch

Hot Air Balloons

Food/drink concessions

Re-enactment groups

Inflatables (e.g. bouncy castle)

Portable staging

Water (limited supply at some sites)

Animals (please specify)

Motor vehicles (please specify)

Other: (please specify)

Do you intend to utilise or permit any of the follow ing attractions at the event? If so, please
tick the appropriate boxes (some of these may not be permitted at all sites).

Live music **/Broadcasting pre-

recorded music

Live entertainment **

Barrier/fencing

Marquees

Portable generator

Power supply

Alcohol

Bonfire/barbecue

Video/photography**

Market stalls

Living history or other

P.A. System

On site communications

Notes:

(1) Please supply as much information as possible on a Il of the items above.
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(2) After this form has been submitted, the proposed in clusion of any additional items should
be notified to the Safety Advisory Group.

** A special licence may be required please contact the Local Authority Licensing Officer on
01264 368013

Do you anticipate the need for:

Road closure Traffic diversion

On street parking restriction Car park closure

If you have ticked any of the above, please provide f ull details of locations, dates and times.

If a formal traffic order is required, then please allow at least six weeks notice.

Please provide details of the number, weight and siz e of participating and/or delivery
vehicles and/or participating vehicles and whether they intend to remain on
site overnight?

You will be required to ensure that the toilet facil ities are adequate. Please submit
details of your proposals to include method of dispo sal and if toilets are hired, the name
and address of the hire company. You will also need to ask the hirer for copies of
COSHH forms for any chemicals used:

Please identify the method to be used in order to ma intain the area free of litter and
refuse:
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Note:

. The event organiser should ensure that the site is regu larly litter-picked during
the event and at the end of each day to ensure that the council's obligation
under the Environmental Protection Act 1990 - Code of Practice on Litter and
Refuse is discharged. If the event organiser fails t o do this then the council
reserves the right to carry out the works in default and charge the event
organiser the cost incurred.

. It is the event organiser's responsibility to arrange r emoval of all rubbish from
the site. You will not be permitted to use any coun cil skip/litter bins etc. for
disposal.

. Where permanent catering facilities are available in the vicinity of the site

where the event will take place, the organisers must advise the caterers at
least one month before the event takes place of the r efreshments they will be
providing.

Will you be requiring car parking space for event staff

and/or general public? Yes No

If yes, please indicate the approximate number of vehicles attending the event, indicate
on your site plan your proposed car parking area an d how you intend to manage the
entry, parking and exiting of those vehicles.

If no please indicate other arrangements for parking
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Section Three — Insurance

« Event Organisers are required to hold a current poli cy of Insurance in respect of Public

Liability or Third Party risks (including products li ability where appropriate) and Employee
Liability Insurance.

» Organisers will be required to produce evidence of their insurance cover together with
that of any exhibitor, band/dance group, sub-contractor, caterer etc. whom they have
instructed/authorised to appear at the event.

Note: All documentation must be produced at least t welve weeks before the Event.

Section Four - Emergency Services and Support Organ isations

Please indicate contact made if any: Name of person contacted

Police

(name/station/date liaised)

Ambulance Service

Fire

1% Aid Cover

Please supply details of the first aid cover to be pr ovided:

Section Five - Additional Requirements

» A detailed draft site plan showing the positions of permanent structures, toilets, first aid,
access in and out for emergency vehicles, stalls, mar quees, arena, exhibition units, car
parking etc. and list of programme items is required . In respect of races etc. a detailed
route plan showing location of route marshalls, must be provided.

| have enclosed, where necessary, the following:

Documentation Yes—> To follow Evidence of insurance Yes —> To follow
Draft Site Plan/Route Plan Insurance for event organisers
Draft Event Plan Individual participants
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Draft Medical Plan

Draft Emergency Plan

Fire Risk Assessment

| hereby certify that the information given is true.

Signed

Position

Date
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Event Risk Assessment
Guidance Note and Form

A full risk assessment should be carried out for all even ts. This will be a legal requirement in
many circumstances. The following guidance should aid yo u in carrying out your risk assessments.
A form to record your findings has also been provided . This form can be photocopied as many

times as is required.

Identifying the hazards - A hazard is something wit h the potential to cause harm  All
hazards should be identified including those relati ng to the individual activities and any

equipment. The following should be taken into account:

» Any slipping, tripping or falling hazards.

» Hazards relating to fire risks or fire evacuation pro cedures.

* Any chemicals or other substances hazardous to health e .g. dust or fumes.
* Moving parts of machinery.

* Any vehicles on site.

« Electrical safety e.g. use of any portable electrical appliances.
* Manual handling activities.

* High noise levels.

» Poor lighting, heating or ventilation.

* Any possible risk from specific demonstrations or activ ities.

e Crowd intensity and pinch points.

This list is by no means exhaustive and care should be taken to identify any other hazards
associated with the activities at the event.

Identifying those at risk
For each hazard identified, list all those who may be affected. Do not list individuals by name,
just list groups of people. The following should be taken into account:

» Stewards.
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Employees.

* Volunteers.
e Contractors.

» Vendors, exhibitors and performers.

*  Members of the public.

» Disabled persons.

e Children and elderly persons.

« Potential trespassers.

»  Expectant mothers.

* Local residents.

Areas to consider

The following are examples of areas to consider:

* Type of event.

» Potential major incidents.

» Site hazards including car parks.

» Types of attendees such as children, elderly persons and the disabled.
« Crowd control, capacity, access and egress and stewardin g.

» Provision for the emergency services i.e. Clear access and egress to site at all times.
*  Provision of first aid.

» Provision of appropriate facilities i.e. toilets for the public, missing and found persons
point, changing facilities for exhibitors and food h andlers.

» Fire, security and cash collection.
» Health and safety issues.

» Exhibitors and demonstrations.

* Amusements and attractions.

»  Structures.
* Waste management.

Assessing the risk
The extent of the risk arising from the hazards ide ntified must be evaluated and existing

control measures taken into account. The risk is the lik elihood of the harm arising from the
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hazard. You should list the existing controls and asse ss whether or not any further controls

are required. The following should be taken into accou nt:

» Any information, instruction and training regarding the event and the activities involved.
» Compliance with legislative standards, codes of good practice and British Standards.

 Whether or not the existing controls have reduced the risk as far as is reasonably
practicable.

Further action necessary to control the risk

Classify risks into high, medium and low. Examples of risks falling into these categories are
as follows:

High An unsecured inflatable being used in adverse weath er conditions by
young children.

Medium A display of animals in a roped off arena.

Low A mime artist performing amongst the crowd.

For each hazard, rate the risks — if the harm is very likely it scores 5 under Likelihood, if it is
very unlikely it scores 1. If the harm does arise, what will the severity be — worst case, a bad
head injury is critical whereas a bruise means that it is minor. If you take the likelihood factor
and multiply it by the severity factor, you get a r isk factor i.e. likelihood x severity = risk.
Risks that score low, do not require much interventi on, those which score highly deserve to
be treated with respect and care should be taken to a void or minimise them. You should rate

the risk on the basis of the current controls in place.

Severity: 5.- Major 3 - Serious 1 - Minor
Risk Evaluation ( ) ( ) ( )
5 - High 3 — Medium 1-Low
Likelihood: () « ) C )
Priority Rating Score
Severity X Likelihood = Risk-Rating | High 15-25
( ) ( ) ( ) Medium 5-10
Low 1-4

For each risk consider whether or not it can be eli minated completely. If it cannot, then
decide what must be done to reduce it to an acceptab le level. Only use personal protective
equipment as a last resort when there is nothing else you can reasonably do. Consider the
following:

» Elimination — do | really need this activity?

» Find a substitute for that activity/machine etc.
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*  Removal of the hazard.
*  Preventing access to the hazard e.g. by guarding dang erous parts of machinery.

» Implement procedures to reduce exposure to the hazard .

»  The use of personal protective equipment.

Record the risk assessment findings

Use the attached Risk Assessment Form to record all significant hazards, the nature and
extent of the risks, and the action required to contr ol them. Keep this for future reference or
use. You could also refer to other documents you may have, such as manuals, codes of

practice etc.

Review and revise

If the nature of the risks changes during the planning of the event, the risk assessments will
need to be reviewed and updated.

Information

Where the risk assessment has identified significant risk s, you must provide information to all
those affected, regarding the nature of the risk and the control measures to be implemented.

All companies providing a service to your event should provide their own risk assessment to

you before the event takes place. They should also prov ide a copy of their Public Liability

Insurance Certificate and Employers Liability Insurance Certificate.
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SAFETY INSPECTION CHECKLIST

(Before, during and after the event)

Walk through safety inspections should be carried out imm ediately prior to,
during and after the event. More than one inspection may be needed during the
event. Using this form, note all defects and also t he remedial action taken. This is
not an exhaustive list and care should be taken to iden tify any other hazards
associated with the activities at the event.

[0 Yo%= 14 (o ] o HA TR

PRIOR TO THE EVENT START Prior to the event
Yes No N/A

Site Access/egress

Are entrances/exists clear?

Are staff/stewards in place?

Can emergency vehicles gain access?

Are pedestrians segregated from vehicles?

Are security precautions in place?

Have adequate signs been provided?

Site condition

Has vegetation been cut back, debris removed and the area
made safe?

Are permanent fixtures in good condition e.g. seats, fencing,

signage etc?

Is site free from tripping hazards e.g. cables, potho les, footpath
defects etc?

Have current weather conditions created new hazards to be
addressed?

If you have answered no to any of the questions please note on the defects/remedial action
taken overleaf.
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[0 o= 1o ] o HA TR

Attractions/activities/structures Yes No N/A

Have all structures been completed?

Have all structures been inspected and approved by a
competent person where required?

Are all activities/attractions sited correctly and checke d?

Have all activities/ attractions supplied evidence of i nsurance
and health and safety requirements?

Are all potentially hazardous activities segregated an d/or fenced
as required?

Have temporary decorations been installed correctly and
checked?

Have any unanticipated hazards been introduced?

Event provisions

Are stewards in place?

Is lighting in place where required?

Is fire fighting equipment in place?

Is signage adequate?

Have electrical supplies/equipment been checked/certified ?

Have toilets been provided where required?

Are first aid facilities in place?

Is control centre in place and public address system wo rking?

Are adequate waste bins in place?

(D12 {<Y o1 £ g 0] (=10 AN
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Remedial action taken:

Printed Name Of INSPECIOr: ... e e e e e

s T = =

Date and time Of INSPECHION: ..o e et e e e e e e e e e e e
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[0 o= 1 4 o ] o HE T

DURING THE EVENT

Site access/egress

Are the entrances/exits clear?

Are staff/stewards in place?

Can emergency vehicles gain access?

Are pedestrians segregated from vehicles?
Are security precautions in place?

Have adequate signs been provided?

Site condition

Is site free from tripping hazards e.g. cables, potho les, footpath
defects etc?

Are permanent fixtures in good condition e.g. seats, fencing,
signage etc?

Has current weather conditions created new hazardsto b e
addressed?

Attractions/activities/structures

Are all structures still safe?

Are all activities/attractions still safe?
Are all potentially hazardous activities segregated and/ or fenced
still safe?

Are temporary decorations still safe?

Have any unanticipated hazards been introduced?
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Event provisions (During the Event)

Are stewards still in place?

Is fire fighting equipment still in place?

Is lighting in place where required?

Is electrical supplies/equipment still safe behind barriers?

Are toilets clean and facilities still available?

Are first aid facilities still in place?

Is the public address system working?

Do the waste bins require replacing/emptying?

Defects Noted:

Printed name of Inspector:

Y (o =0 = TP

Date and Time of Inspection:
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AFTER THE EVENT Yes No N/A

Have all the public gone?

Exhibitors/attractions

Have all attractions been dismantled and removed?

Have all exhibitors vacated the venue?

Have all vehicles left the venue?

Temporary facilities

Has all equipment been dismantled and removed?

Have all structures been dismantled and removed?

Have temporary markers such as stakes, ropes, flags etc been
removed?

Have any holes/trenches etc been made good?

Have all temporary electric installations been isolated and made
safe?

Waste collection

Has all waste been collected satisfactorily?

Has all waste been removed from the site?

Have all residue fire hazards been checked e.g. firewor ks,
bonfires?

Venue condition

Has any damage to permanent facilities, buildings or th e ground
been reported?

Has any damage been found during inspection?

If the answer to either of the above is yes, then de scribe briefly below:
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Incidents/accidents

Yes No

» Were any incidents/accidents reported during the eve nt?

If Yes describe briefly below. (If there was personal injury t hen please complete
Injury/Incident Report form).

Remedial action taken:
(Please advise the Safety Advisory Group of any damage found and remedial action
taken)

Printed Name Of NS P CIOr: ..t et e e e e e e e

ST = L L1 =

= Lo ) K57 o 1= £ o) o
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SAMPLE
Injury/Incident Report Form

Event name

Event reference number

Event date

This form is only to be completed by the event orga niser or their representative, and
could be required by your Public Liability Insuranc e Company if a claim against the
event is made.

Injured person (if any)

Surname Forenames
Address
Postcode

Telephone NUMDBDET ... Date of birth

Employee Volunteer Exhibitor Contractor

Member of the public Other | | e e

Date and time of accident/incident/ (delete as nece  ssary)

= T =3= 1 To I 1] 6 T= =T 0T (= o
(=T o] A I =T o011 (=To I (o J PP
Details in accident book? Tick box Yes No

Details of injury (specify left or right side), and /or loss or damage

DEtallS Of ACHON TAKEN oo e

Assisted by event representative (please give name)
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First-aid administered (Please giVe NAIME)........oo. i e e

Please tick relevant boxes

Ambulance called  Yes No Taken to hospital  Yes No

Name and address of hospital attended
Taken home Yes No

Circumstances of accident/incident and location

1= 1T 0 T 1=

ST = L L =
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DEBRIEF FORM

Name of event

Event location

Landowner name &
address

Event date

Section One - Organiser Details
. NAME Of OrQANISATION ... .uiiiiiii e it e e e e e e e e e e e s s et a e e e eee e e s s abbbreeaeeessassraraeeaeeesaannes

e Name of Event

organiser/s

L 070 ] o1 - Tt A= To [0 | {11 TP PP TP TP UPPPPPPPPPN
* Postcode.......cooiiiiiiiiiiiiie,

o T@IINO. = HOMIE e ettt e e e e oot et b et e e e e e e s e abbbb et e e e e e s s anbbnbeeeaeeeaannnes
©  T@IIND. = WOTK ittt ettt ettt e oo ookt e e e e e e e e e bbb b b et e e e e e e s e aab bbb e e e e e e e e s anbbbbeeeeeeeeannns
L\ [o] o 11 L= 30 N o PP PP PPPPPPPPPPPN
®  FAX N e e e e e e e aen
L S = T = To [0 | =TT ST P T TP P TP TP UPPPPPPPPPN
1. Brief description of the event (to include numbers of attendees etc)
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2. Was the event a success?

If yes why

3. Did anything not go as planned?

Were any remedial actions taken?

4. Isthere anything in hindsight you would do differ ent next time?

5. Did any accidents take place? If yes, give a brief description of the nature

of the accident and how many?

Were the accidents reported?

If yes who to?

6. Did any incidents take place? If yes, give a brief d escription of the nature

of the incident and how many?
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Was the incident reported? If

yes who to?

7. Was the Event Guidance Pack Useful?

8. Any Other Comments?

Signed

Position

Date
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Event Participation List

Event Reference Number............ Event Name
Event Date..........cocoeevenennn.
Name of activity Insurance 1f'No'
(i.e. Caterers, exhibitors, ground Details
entertainment, inflatables, Attached Please give details
fairground equipment, dance, first ache
aid providers etc.) Yes/No

10

11

12

13

14
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Bibiliography

Of SAG recommended Publications

Title Author ISBN

The Event Safety Guide HSE 0717624536
(The 'purple' guide)

Guide to Fire Precautions in HMSO 0113409079
Existing Places of

Entertainment and Like

Premises

Managing Crowds Safely HSE 071761834X
The Guide to Safety at Sports |HSE

Events

(The 'green’ guide)

Working Together on Firework |HSE 0717661962
Displays

Giving Your Own Firework HSE 0717661628
Display (How to run and fire it

safely)

Fire Safety Risk Assessment — |DCLG (downloadable from 9781851128235

Open Air Events and Venues

www.communities.gov.uk)

Code of Practice for Outdoor
Events

National Outdoor Events
Association

(You will need to call them on
0208 669 8121 to obtain a
copy)

There is a also a useful HSE website to search for r elevant books on, which is

http://www.hsebooks.com/Books/

You can also contact the HSE on their infoline, 0845 3 45 0055.

HSE Books
PO Box 1999
Sudbury
Suffolk

C010 6FS

Tel: 01787 881165
Fax: 01787 313995




